GOVERNMENT-WIDE COMMERCIAL PURCHASE CARD

Federal Supply Schedul e I G 615 provi des conmerci al purchase cards
to enpl oyees of Federal agencies for purchasing conmercially avail abl e
goods and services for use by the Governnent. GSA established this
programto provide Governnent agencies with an alternative procurenent
and paynment instrument for purchases under the m cro-purchase
threshold. Wiile no agency is required to use purchase cards for mcro
pur chases, agencies which choose to use purchase cards as a purchase
and paynent nethod nust use this program

Thi s Governnment purchase card works |ike any other credit card
and is accepted by nost vendors who currently accept commercial credit
cards. It can also be used to order fromthe GSA Stock Program through
GSA Advantage!.

Governnment agencies interested in participating in this program
must first develop their internal procedures and policy provisions.
Once internal procedures and policies are in place, an agency can
wite a delivery order against the GSA contract.

Each organi zation/installation nust designate an
Agency/ Organi zati on Program Coordi nator when issuing a delivery order
agai nst the contract. Upon request, the GSA Contracting Oficer wll
forward an inplenentation/orientation package to interested agencies/
organi zati ons. Frequent neetings and conferences are held with Agency
Program Coor di nators. Agenci es/organi zati ons w shing nore information
should call (703) 305-7564 or (703) 305-6658.

Interactive CD-ROM Training and Reference Package. Before cardhol ders
are issued these purchase cards, it is inportant that they understand
their duty to use the card to make responsi bl e purchases within

exi sting procurenent regulations. GSA in cooperation with several

ot her Federal agencies, has devel oped standardi zed m cro- purchase
training for use with the program Using the interactive format all ows
the cardholder to call upon the "instructor" at any time for

assi stance. The CD-ROM contains text, video, interactive nedia, and
reference docunents to provide guidance to cardholders. It contains
applicable rules and regul ations to educate cardhol ders on all owabl e
and unal | owabl e types of purchases, and includes catal ogs for required
sources such as NIB/NISH and UNICOR, plus a list of mandatory GSA
schedul es. This product is available fromthe GSA Custoner Supply
Centers at a cost of approximately $25 for a single user. For nore
information, call Mary Lou Benzel, (703) 305-6658, Internet:

Mary. Benzel @sSA. GOV.

The foll owm ng standard operating procedure was witten by the
Hunphreys Engi neering Center Support Activity for its supported
activities participating in the Governnent-w de Cormercial Credit Card
program This card is also known as the International Merchant
Purchase Aut horization Card (I MPAC). It will provide useful guidance
to those USACE activities wishing to develop their own internal
procedures and policy provisions in order to participate in the
Government -w de Commercial Credit Card program



GOVERNMENT- W DE COVWWERCI AL CREDI T CARD
.M P.A C
(I'nternational Merchant Purchase Authorization Card)

1. THE PURPCSE OF THI S PAMPHLET:

The purpose of this panphlet is to provide policies and
procedures for the use of the VISA Governnment Credit Card for snal
purchases by the U.S. Arny Corps of Engi neers, Hunphreys Engi neer
Center Support Activity (HECSA). (This card is al so known under the
acronym|.MP.A C., International Merchant Purchase Authorization
Card.) Al HQUSACE and FQAs supported or serviced by HECSA
participating in this programw !l conply with the procedures in this
manual , and to the policies set forth in the Treasury Financial Mnual
and the Arny Federal Acquisition Regulation Supplenent (AFAR) to the
Federal Acquisition Regulation (FAR), which will govern in case of
conflict with this panphlet.

2. AUTHORI Tl ES:

The General Services Adm nistration (GSA) has entered into a
contract with the Rocky Muuntain BankCard System (RVMBCS) for the
|atter to provide a governnment-wi de comercial credit card service.
The contract was awarded by GSA on February 16, 1994, with four (4)
one-year option periods running thru Nov. 28, 1998. The Contracting
Ofice is the office with direct overall responsibility for the
Government -w de Commercial Credit Card Service programw thin HECSA

3. DEFI NI TI ONS:

a. Account Set-Up Information - Specific information required by
the contractor for each cardhol der so that an active account can be
established for that cardholder. This information is supplied by each
ordering agency directly to the contractor.

b. Activity type Codes - Codes devel oped by and custom zed to
each agency's specific requirenents that during the authorization
process wll alert the contractor to purchases that should be
pr ohi bi t ed.

c. Approving Oficial - An individual who has under his
purvi ew a nunber of cardhol ders. The Approving Oficial is responsible
for, at a mnimm reconciling nonthly each of his cardhol der’s
statenments and verifying that all transactions were made for necessary
gover nment purchases in accordance wth FAR regul ati ons.

d. Cardhol der - The individual governnent enployee to whom a
written Delegation of Authority has been given granting the use of an
.MP.A C card. The card bears the enpl oyee's nane and can be used

y this individual to pay for official purchases in conpliance
hi s panphlet and all applicable regul ations.
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e. Agency Program Coordi nator (APC)- A governnent enpl oyee



designated by the Chief, Contracting Ofice to performcontract
admnistration within the limts of delegated authority.

f. Delegation of Authority - A docunent, issued by the
Contracting O fice, that establishes the individual as an authorized
cardhol der. This delegation of authority will specify spending and
usage limtations unique to that cardhol der

g. Dispute - For itens purchased and found defective or
faulty, the cardholder can return the itemto the nerchant who wl |l
initiate a credit that will appear on the next nonth's statenent of
account. Any billing discrepancies/disputes should be directed to the
D sputes O ficer in the Contracting Ofice.

h. Designated Billing Ofice (DBO - The Designated Billing
Ofice (or Finance Ofice) is US. Arny Corps of Engineers, HECSA
Fi nance & Accounting Branch, (CEHEC-RM F) 7701 Tel egraph Road,
Al exandria, Va. 22315-3860. This office will be the paynent office for
one or nore approving officials’ statenents. After each cardhol der
docunents and verifies each transaction on his statenent, he submts
it to his Approving Oficial. The Approving Oficial then reviews each
of his cardholder's statenents. Upon his certification, the total set
of statenents is then forwarded to the DBO for paynent and
budgetary/financial reconciliation.

i. Tax Exenption - Al I.MP.A C purchases for supplies wll
be exenpt fromstate and | ocal taxes, in accordance with state |aw.
The phrase "U. S. Governnent Tax Exenpt" is enbossed on the front of
each | .M P.A C. card distributed. The APC has tax exenpt letters for
many of the states.

4. PURPCSE OF THE VI SA PROGRAM

a. Since the 1940's the Federal Governnent has used vari ous
met hods and forns to accommopdate snall purchases of goods and services
requi red by enpl oyees. Anong such nethods are the various types of
bl anket purchase agreenents, but these are inpractical
wi t hout consi der abl e repeat business wth the sanme vendor. Oten, the
SF 44 and simlar forns are not wi dely accepted by nerchants because
of the unfamliarity and delays in paynent. So in both of these cases,
the nunber of alternative |ocations where procurenent can be nmade is
[imted.

b. In the pursuit of inproved program support and efficiency
of operations, the governnent credit card pilot programwas initiated
by the Departnent of Comrerce under authority of the Ofice of
Managenent and Budget. The current government wi de program under the
GSA is the result of the successful conpletion of the pilot. This
programis being inplemented i n HECSA.

c. The VISA Programoffers an efficient, |ow cost procurenent
and paynment nmechani sm which significantly shortens the tinme between
need and acquisition, while providing managenent w th conprehensive
monthly reports and a thorough audit trail of all purchases.



d. Providing the Governnent-Wde Commercial Credit Card to
agencies will sinplify the small purchasing process and inprove cash
managenent practices. The Credit Card will achieve this in the
foll ow ng ways:

- Wthin the existing federal regul ations, streanline paynent
procedures and reduce adm ni strative costs for acquisitions of
supplies and services |l ess than $2,500. 00.

- I nprove Governnent cash managenent practices, e.g.,
forecasting, consolidating paynents, reducing inpress funds, etc.

- Provide procedural checks and feedback to inprove nanagenent
control and deci sion maki ng.

e. RMBCS is the contractor which will maintain all 1.MP.A C
accounts. RMBCS will issue cards to cardhol ders and send out nonthly
statenents to cardhol ders, approving officials, and DBOs. RMBCS wi ||
pay nerchants within 48 hours of the subm ssion of the charge to RMBCS
and will receive reinbursenent fromthe DBO of the Governnment agency
usi ng the card.

5. VI SA PROGRAM CONTRCLS:

In addition to reduced adm ni strative processing costs, the
credit card offers several sound internal controls. (NOTE: Sone of
these controls are activated only when nerchants contact the credit
card system for authorization. |In general, this nust be done for a
purchase nore than $50 and nmerchants frequently use Point-O -Sal e
termnals through which authorization is requested for all charges,
regardl ess of the anount).

- Single Purchase Limt: Before using the card, cardhol ders
with the exception of Procurenent O erks and Purchasing Agents
assigned to the Contracting Ofice, nust be del egated Procurenent
Aut hority and appointed as a cardhol der or an Approving Oficial. This
authority nmust include a limtation on the anmount the cardholder is
permtted to purchase at any single tine: $100, $250, $300, $500,
$1, 000, $1,500, $2,500, $5,000, $10,000, or $100,000. This information
is linked to the card account nunber via a database at the credit card
center. The purchases wll not be authorized if the purchase exceeds
the cardhol der's Del egated Authority. (Note: This |imt applies to a
total amount, not a per itemor line itemtotal. "Splitting" purchases
into a series of purchases, each of which falls under the single
purchase [imt, will be regarded as fraud). Individuals outside the
Contracting Ofice may be del egated single purchase authority up to
$2,500. Individuals within the Contracting Ofice may be del egat ed
singl e purchase authority up to $100. 000.

- Monthly Purchase Limt: Also referenced by the cardhol der
account coding is a nonthly purchase limt (based on the billing cycle
"'"month"). FOAs may establish their owm billing cycles in coordination
with the RMBCS. This |imt is referenced in sone places as a "30-day



limt,” but the nunber of days actually depends on the cal endar nonths
in which the billing cycle begins and ends.

- Ofice Limt: An "office limt" is established for each
Approving Oficial by the Approving official's organization. This is
an aggregate limtation of the dollar amount of purchases nade on al
cards under the Approving Ofice's responsibility within a nonthly
billing cycle. This amount will be specified on the Approving
Oficial's application. This [imt is verified at the tine of
aut hori zation for a purchase. (This limt nmust be a multiple of $100.)
The office limt should not exceed the sumof the nonthly purchase
limts of all cards involved, but nay be set |ower for purposes of
fund control

- Merchant activity type: Card usage nmay be restricted by a
prohi bition on the purchase of certain goods or services. This is
enforced by checking the Standard Industrial Cassification (SIC) code
of the vendor, which is part of the vendor's record at the credit card
cl eari nghouse. For exanple, an authorization request froman airline,
hotel, restaurant or travel agency may be deni ed because of the
merchant's SIC code. Ordinarily, such purchases woul d be nmade using a
government -i ssued Anerican Express card, not the VISA credit card. The
VISA card is not to be used as a substitute for the Anerican Express
card or any other existing governnment credit card program) A choice
of 92 restriction categories is provided by the Contractor, these
bei ng conbi nati ons of 19 broad "nmerchant category codes.” The
contractor can nmake avail abl e new conbi nati ons of the defi nedMerchant
category codes should this be desired by the user. If any FOA desires
this, the Contracting O ficer or APC should coordinate the change with
t he RVBCS.

- Statement of Account Validation: At the conpletion of each
billing cycle, the contractor provides a report on purchases to the
cardhol der. This report, show ng date, anount, and place of purchase,
forms the basis for the reconciliation process between the cardhol der
and the Approving Oficial. The report is known as the Statenent of
Account and it requires verification of receipt by the Approving
Oficial for all purchases nade by the cardhol der. The cardhol ders
must al so attach their copies of the nerchants' sales drafts and/or
packing slips to the nonthly statenent. Recomend that al
docunent ati on be sent to the Approving Oficial wthin eight (8)
cal endar days of receipt of the statenent. The Statenent of Account
sent to each cardholder wll serve as the official invoice for
pur poses of the Pronpt Paynent Act.

- Approving Oficial Review and Approval of Purchases: At
the end of each billing cycle the Approving Oficial wll reviewthe
St at enment of Account of each cardhol der under the Approving Oficial's
responsibility, together with the supporting docunentation (credit
card transaction slips and/or packing slips) to determne if the
purchases are appropriate and itens were received. In addition, the
Approving Oficial will receive a summary report for all purchases
made by his or her respective cardhol ders, item zed by date and
vendor. The Approving Oficial will forward the cardhol der statenents



and all supporting docunents to the Finance and Accounting Branch so
they arrive within fifteen (15) cal endar days after receipt of the
statenents fromthe contractor. Approving Oficials will work with

i ndi vi dual cardhol ders to resolve questioned itens.

- Procurenment Review. The Contracting Ofice will have
responsibility for ensuring that all VISA purchases conply with use of
requi red sources and any other applicable rules and regul ations, as
well as with the del egations of procurenent authority granted the
i ndi vi dual cardhol ders. Al records connected with the credit card
programw || be subject to audit by the Contracting Ofice.

- Purchase Request and Comm tnent, DA Form 3953: A bul k
requi sition covering the entire fiscal year will be prepared and
approved prior to the purchase of any itemwth the VISA credit card.
The requi sition should be funded in an estimated anount that w |
cover purchases of this type for the entire fiscal year. The approved
requisition will constitute the "ordering docunent” and will be
retai ned by the cardholder to support all purchases nade with the VI SA
credit card. It will be the Approving Oficial's responsibility to
mai ntai n accurate records of all expenditures and be aware of the
avai | abl e bal ance on the account. (A Business Process Cuide is being
devel oped for CEFMS users.)

- Training Requirenments: Individuals designated as
cardhol ders under the VI SA program nust be del egated procurenent
authority and, as such, are procurenent officials, as defined under
Section 2 of the Ofice of Federal Procurenent Policy Act. These
i ndi vi dual s nmust receive procurenent ethics training and execute the
procurenent integrity certification required by FAR 3. 104-12.

a. Prior to the issuance of a credit card, the prospective
cardhol der and cogni zant Approving O ficial nust receive an
orientation in the follow ng areas. Training nust be obtained prior to
i ssuance of the VISA credit card.

- Agency operating procedures.
- Federal Supply Schedul e requirenents.
- Cardhol der and Approving Oficial responsibilities.

b. Prospective cardhol ders nmust al so successfully conpl ete one
of the follow ng:

- Defense Small|l Purchase Course (or equival ent)

- Managenent of Defense Acquisition Contracts (or
equi val ent)

- Specially developed training to include (as a m ninmm
coverage of the follow ng essential elenents:

- Federal, Defense and Arny acquisition regul ations,



policies and procedures.
- Conpetition and price reasonabl eness
- Docunentation requirenents
- Prohibition against splitting requirenents

- Required sources of supplies and services as prescribed in
FAR, Part 8 and DFARs, Part 208.

- Smal | business preference

- Requirements and restrictions of FAR, Part 25 and DFARs,
Part 225.

The length of the required orientation and/ or specially devel oped
training sessions will be established by the Contracting Oficer;
however, a m nimum of eight (8) hours is still reconmended for those
i ndi vi dual s who have previously conpleted formal training in small

pur chases/contracts. The orientation/training nmay be conducted by the
Contracting O fice, senior procurenent personnel or other qualified
personnel .

6. REQUI RED SOURCES OF SUPPLI ES AND SERVI CES:

Cardhol ders must also conply with FAR, Part 8, Required
sources of Supplies and Services. Subpart 8.001 - Priorities for Use
of Government Supply Sources are listed here for the cardhol ders
conveni ence:

8.001 - PRIOCRITIES FOR USE OF GOVERNMENT SUPPLY SOURCES -
Except as required by 8.002 or as otherw se provided by |aw, agencies
will satisfy requirenents for supplies and services fromor through
t he sources and publications |listed bel ow in descending order or
priority as described in 41 CFR 101-26. 107:

(1) Supplies

(1) Agency inventories.
(i1) Excess from ot her agencies (see Subpart 8.1).
(ii1) Federal Prison Industries, Inc. (see Subpart 8.6).
(1v) Procurenent lists of products available fromthe commttee
for Purchases fromthe Blind and O her Severely Handi capped
see Subpart 8.7).
(v) \Whol esal e supply sources, such as stock prograns of the GSA
(see 41 CFR 101-26.3), the Defense Logistics Agency (see 41
CFR 101-26.6), the Veterans Adm nistration (see 41 CFR 101-
26.704)and mlitary inventory control points.
(vi) Mandatory Federal Supply Schedul es (see Subpart 8.4).
(vii) Optional use Federal Supply Schedul es (see subpart 8.4).

(viii) Conmercial sources (including educational and
nonprofit institutions.



(2) Services.

(1) Procurenent lists of services available fromthe commttee

for Purchase fromthe Blind and Ot her Severely Handi capped
(see Subpart 8.7).

(ii1) Mandatory Federal Supply Schedul es (see Subpart 8.4) and
mandatory GSA term contracts for personal property

rehabilitation (see 41 CFR 101-42.1)

(ii1) Optional use Federal Supply Schedul es (see

Subpart 8.4) and optional use GSA termcontracts for

personal property rehabilitation (see 41
CFR 101-42.1)
(iv) Federal Prison Industries, Inc. (see Subpart 8.6),

or other commercial sources (including educational and
nonprofit institutions).

Purchases can al so be performed at post exchanges.

Sources other than those |listed in paragraph (a) nmay be used as
prescribed in 41 CFR 101-26.301 and in an unusual and conpelling
urgency as prescribed in 6.302-2 and in 41 CFR 101-25. 101-5.

7. RESPONSI| BI LI TI ES:

a. Contractor: The contractor, Rocky Muntain BankCard System
(RVMBCS), provides credit for all VISA uses, certifying that such uses
are legitimate as to anobunt and Standard Industrial C assification
codes aut horized for the particul ar cardhol der. The contractor
produces and di ssem nates credit card statenents and investigates al
anounts di sputed by the Contracting Agency.

b. Contracting Oficer (CO/Agency Program Coordi nator (APC):
The CO APC maintains a l[iaison wwth the Contractor, acting as a point
of contact to discuss any matters that may arise due to gover nnment
credit card use. The CO APC will receive applications from Approving
Oficials and forward themto the Contractor. The CO APC w || al so
provide witten or electronic confirmation of all card cancellations
to the Contractor. The COAPC will be in the Contracting Ofice.

c. Designated Billing Ofice (DBO: The DBO exam nes and pays
the Contractor's invoices and records the credit card paynent data in
the accounting system

d. Contracting Ofice: The Contracting Ofice formally
del egates limted contracting authority for VISA purchases to
cardhol ders who have no other such authority; coordinates all training
for cardhol ders, Approving Oficials and others involved in the VISA
program receives application fornms for cardhol ders and Approving
Oficials and forwards themto the contractor through the CJO APC, and
performs spot check reviews of all credit through the CO APC, and
performs spot check reviews of all credit card invoices to ensure that
the card use is in conpliance with the FAR DFARS, and ot her
appl i cabl e procurenent-related rules and regul ati ons. The Contracting



O fice has authority for immedi ate revocation of credit cards should
abuse be di scovered or suspected. The Contracting O fice may
occasionally authorize the contractor to accept deviations from
preest abl i shed single purchase and/or nonthly dollar limts in
energency situations.

e. Director/Ofice Chief: The Director/Ofice Chief wll
recommend, to the Contracting Ofice, the names of personnel to be
desi gnated as cardhol ders and Approving Oficials within their
organi zation and with the Contracting Ofice, establish the nonthly
and office limts. This official wll also recomend single purchase
limts for all cardholders in the organization. The Director/Ofice
Chief wll be responsible for notifying the CO APC when nam ng or
removi ng cardhol ders and Approving Oficials, transferring cardhol ders
bet ween Approving O ficials, or changing any of the nentioned nonetary
l[imts.

f. Approving Oficial: An individual in a supervisory or |eader
position with the authority and know edge to control funds within the
respective operation or programand to assign correct accounting
information to each expenditure, who will verify the Statenent of
account of an assigned group of cardhol ders. Each Approving Ofici al
receives a nonthly report on the VISA card activity of all assigned
cardhol ders fromthe Contractor, and annotated statenents and
addi tional purchase docunentation fromthe individual cardhol ders.
Approving Oficials will verify that PR & C's are established in the
accounting system for each of the cardhol ders. No Approving Oficial
w || accept as a cardhol der any person to whom he or she is
subordi nate, nor will any cardhol der act as his or her own Approving
Oficial. The Approving Oficial also serves as the Receiving Oficial
for the purpose of verifying receipt of all itens purchased with the
VI SA Credit card. Each Approving Oficial nust have a statenent sent
by the contractor within five (5) working days after the end of each
billing cycle. The Approving Oficial Statenment will conprise a copy
of each cardhol der statenent, with the certification and signature
lines deleted, for which he or she has approval responsibility. The
Approving O ficial nmust review each of his or her cardhol der
statenents and verify that all transactions made were in the interest
of the Governnent, and that purchases were nade in accordance with al
FAR smal | purchase provisions and nmandatory sources of supply
requi renents. The Approving O ficial nust then forward all certified
statenents to the DBOw thin fifteen (15) cal endar days after receipt
of the statenents fromthe contractor. The Approving Oficial wll
submt the approved nonthly statenent to DBO for review and paynent.
Shoul d the Approving Oficial not receive one of the cardhol der
statenents, it is his or her responsibility to contact the cardhol der
and have the statenment furnished i nmediately.

g. Cardhol der: Each cardhol der is responsible for using the
credit card strictly in accordance with the guidelines herein and any
addi ti onal guidelines issued by the cardholder's Approving Oficial or
organi zation. The cardholder will annotate his or her statenent of
account and provide it to his or her Approving Oficial wthin eight
(8) calendar days of receipt. (Note: if a cardhol der's statenent of



account is not received by the DBOwWthin twenty (20) cal endar days of
the statenent date, the Director/Ofice Chief of the cardholder's
organi zation wll be contacted by the Finance and Accounting Branch.
Shoul d the statenment of account not be received within an additional
twenty-five (25) cal endar days, the card nay be suspended by the

CQO APC.

The cardholder will aid the contractor in any investigation of
di sput ed char ges.

Upon term nation of enploynment with the FOA, or upon demand of the
Approving O ficial or Chief, Contracting Ofice, the cardhol der wll
cut in half and turn in the VISA card to the Approving Oficial. The
Approving Oficial will notify the APC i medi ately. Cardhol ders who
transfer fromone FOA to another will notify the APC i nmedi ately.
Shoul d the cardhol der need to utilize their card at the new | ocati on,
the Approving Oficial at the new location will notify the APC

i mredi ately for transfer of authority fromone Approving Oficial to
anot her .

8. PROCUREMENT ETHI CS AND STANDARDS OF CONDUCT

a. Federal laws and regul ations place restrictions on the
actions of Governnent personnel. Intentional use of the Card for
nonappr oved purposes will be considered an attenpt to commt fraud
against the United States Governnent and will result in imediate
cancel lation of the card and i medi ate disciplinary action, ranging
fromreprimand to renoval, against the cardhol der under applicable
Departnent of Arny procedures. The cardholder will be held personally
liable to the Governnent for the anobunt of the non approved purchases,
and may be subjected to a fine of not nore than $10, 000, or
i nprisonnment for not nore than five (5) years, or both, under 18
US C S 287.

b. Federal Acquisition Regulation (FAR): The FAR at 3.202 and
3.101-2 establishes general guidelines for all agencies. These
regul ations forbid any conflict of interest in Governnment contractor
rel ati onshi ps. No Governnent enployee may solicit or accept any
gratuity, gift, favor, entertainnment or anything of nonetary val ue
fromany part doing business with or seeking to obtain business with
t he enpl oyee's agency. In addition, all Governnent agencies are
required to prescribe their own standards of conduct outlining agency
exceptions to FAR 3.101-2 and disciplinary actions for persons
vi ol ating those standards (see DODD 5500.7, Standards of Conduct and
DODD 5500. 7. R, Joint ethics Regulation). It is the responsibility of
each enpl oyee to know and follow all general and agency standards of
conduct .

c. Executive Order 11222: The foundation for agency policy on
et hical conduct is an executive order. The broad principles of
Executive Order 11222 illustrate why poor judgnment could cause an
enpl oyee to inadvertently do sonething unethical. Under this Executive
Order, enployees are to avoid any action that mght result in or
create an appearance of:



-Using public office for private gain.
- Gving preferential treatnent to any person or organization
- I npedi ng Governnent efficiency or econony.
- Losing independence or inpartiality of action.
- Making a Governnent decision outside of official channels.

- Adversely affecting public confidence in the Governnent's
integrity.

9. PROCEDURES FOR OBTAI NI NG THE CREDI T CARD

a. Organi zations electing to participate in the VISA program
w Il contact the Contracting Ofice for application forms, guidance
and determ nation of the applicant’s eligibility to have procurenent
authority granted.

b. An Approving Oficial nust be designated by filing a
conpl eted application (I.MP.A C. Approving Oficial Account Set-Up
Information) with the APC. The APC will review the form and nmake any
corrections, as required. In order to keep from overburdening the
Approving Oficial, there generally should be not nore than six (6)
cardhol ders per Approving Oficial

c. After processing by the Contracting Ofice, the
applications will be forwarded to RVMBCS. The APC wll maintain a file
of all processed applications.

d. The followi ng information nust appear on the application:

-Level 2, 3 and 4 Nunmbers and Nanes: |eave bl ank

-Fill in the office nane and the Approving Oficial's nanme
and of fice address and tel ephone nunber, and the office limt.

- Leave bl ank the space for the Account Nunber and
everything below it.

e. Cardhol ders can be nom nated by each Approving Oficial,
who submts the requisite applications (I.MP.A C. Cardhol der Account
Set-Up Information) to the Contracting Ofice. It is the Contracting
Ofice' s responsibility to issue or deny each cardhol der the necessary
del egation of procurenent authority.

f. The follow ng information nmust be given on each cardhol der
appl i cation:

- Level 2, 3 and 4 Nunbers and Nanes: | eave bl ank.

- Approving O ficial Account Nunmber: Fill in if already



est abli shed; otherw se, |eave bl ank.

- The office name and the cardhol der's nane and office address
and tel ephone nunber foll ow

- Next, fill in the 30-Day Limt for the cardholder (actually
monthly limt); the code for the cardholder's Single Purchase Limt 00
for S100; 01 for $500; 02 for $1,000; 03 for $2,000; 04 for $2,500; 05
for $10,000; 06 for $100,000; 07 for $250; 08 for $5,000; 09 for $300;
and 10 for $1,500, (within the Corps of Engineers, codes 05 and 06 are
restricted to individuals in the Contracting Ofice); and the Mrchant
Activity Type Code. Normally this will be 81.

- Finally the Approving Oficial nust provide the default
accounting code for each cardhol der, reflecting the purchases that
cardhol der is likely to make nost often. This is to consist of:

(1) Appropriation (e.g., 96x4902)

(2) Fiscal Station Nunmber (e.g., S96330)
(3) F&A Organi zation Code (e.g., EA

(4) Cost Account (e.g., VW012000000000)

Itens 1 and 2 will be entered on line 1 of the Master Accounting Code
and Itens 3 and 4 on |line 2.

10. WHEN THE CREDI T CARD MAY NOT BE USED

a. Al cardholders, Approving Oficials and Ofice Chiefs wll
be responsible for adhering to the follow ng guidelines on VISA use,
and any additional guidelines which may be issued | ater.

b. Al cardholders wll follow all applicable regulations. The
credit card sinply provides a new nechanismfor acquisition. Its use
must not conflict with established rules and regul ati ons.

c. Personnel who do not include procurenent anong their nornma
duties nmust be issued positive guidelines by the Contracting Ofice on
what may be bought using the card, rather than what may not. The
foll owi ng general guidelines do not preclude the Chief, Contracting
Ofice fromissuing guidelines of his own. Information on the various
aut hori zations required for procurenent of specific goods should be
attached to the cardhol der's Del egati on of Procurenent Authority.

d. Al required authorizations nmust be obtained before
purchase, and all applicable property managenent regulations wll be
foll owed after purchase. Special attention should be given to the
purchases of the follow ng: notor vehicles, firearns, duplicating
equi pnent, office furnishings, audiovisual equipnment (including
tel evisions, recorders and radi os), tel ephone equipnment, and
m crographi ¢ and reprographic equi pnment. Any credit card purchases
involving the aforenmentioned will first be cleared through Chief,



Logi stics Managenment O fice (LEO or Chief, Information Managenent
Ofice (IM) respectively, prior to the purchase of any of the above
itens. A MFR (or other approval), should be Attached to the Statenent
of Account indicating when the approval fromthe Chief LEO or Chief,

| MO was obtained. This MFR should include the iten(s) description
and/ or asset identification nunber(s). (The item(s) purchased nust be
the SAME | TEM as receiving approval to purchase). The credit card wll
not be used for the purchase of books or periodicals. Such
acquisitions wll be nmade exclusively in the I MO

e. Procurenent of certain services such as consultant,
printing, (including binding) and comruni cations (tel ephonic, radio
phonic), or other electronic services require specific authorizations.
M nor construction will have required |ocal approvals and wll not
exceed $2, 000. 00.

f. The credit card will not be used to purchase, rent, or |ease
any office space or other real property (including parking spaces).

g. The credit card will not be used for airline, bus, boat or
train tickets, nmotor vehicle rental, hotel |odging or subsistence
cost, the purchase of neals or any other services for which the
Government Travel card (Anerican Express) woul d be appropriate.

h. The credit card will not be used to pay utility bills (e.qg.,
gas, electric, water, tel ephone, etc.).

i. Supplies, furniture and equi pnment avail able from mandatory
sources such as the GSA wll not be purchased with the VISA credit
card except in quantities required for energency needs and then the
approval of the Chief, LEO nust be obtained. Cardhol ders are
responsi ble for providing a Material |nspection Report (DD 250) to the
Chi ef, LEO for accountable property with a value nore than $100. 00.
Account abl e property is defined as an itemthat is non-expendabl e,
does not lose its identity with use, and requires formal
accountability throughout the life of the item This paragraphshal
NOT be construed as a prohibition against the use of the
“UNI COR Quick Ship Credit Card Catal og,” which may be used by
cardhol ders subject to |ocal procedures and applicable property
managenent regul ati ons.

j. Al requisitions for conputer supplies and equi pnent wll be
coordinated with and approved by the Chief, IMOin accordance with
| ocal procedures, prior to purchase with the VISA credit card.

k. Use of the VISA credit card for cash advances is prohibited.
11. HOWTO USE A CREDI T CARD:

a. The credit card has the cardhol der's nanme enbossed on it and
can be used only by that individual. No other person, whether
supervi sor, Approving official, or anyone else, may use this card. The
card is designed with the great seal of the United States and has the
words "United States of Anerica” inprinted on it to avoid being



m staken for a personal credit card. This card may not be used for
persona 1 purchases such use may subject the cardhol der to
adm ni strative action ranging fromreprimand to renoval

b. Cardhol ders nmust exercise prudence in safeguarding their
governnment credit card against theft or loss. A card will not be
“lent” by the cardhol der to any other person, nor will a cardhol der
al | ow anot her person to use the respective card account nunber for
ordering. The account nunber should be disclosed only as is necessary
for the operation of the card (e.g., to the concerned vendors). Such
practices may subject the cardholder to adm nistrative action

c. The credit card clearinghouse rules require nost purchases
nore than $50.00 to be authorized before the nmerchant conpl etes the
purchase. In fact, many nmerchants now use el ectronic authorization
nmet hods allowing themto seek authorization on all purchases. Each
card carries restrictions as to the type of nerchant from which
purchases may be made, the single purchase |imt established in the
respective Del egation of Authority, and the total nonthly dollar
purchase imt (also stated in the Del egation of Authority), as well
as the office limt.

d. Use of the credit card will meet the follow ng conditions:

(1) The total of a single purchase may conprise multiple itens
and cannot exceed the authorized single purchase Iimt stated in the
cardhol der's Del egation of Authority (purchases will NOT be split in
order to stay under this l[imt);

(2) The supplies or services purchased nust be i medi ately
avai | abl e. BACK ORDERI NG | S PRCHI BI TED

e. Several nethods are available to conplete the purchase when
using the card. Each nmethod requires docunentation to support and
reconcil e the purchase, an understandi ng of tax exenpt status and
mer chant aut hori zati on.

f. A Purchase Request and Comm tnent (PR&C) nust be established
in the Accounting Systemprior to any credit card purchases.

g. Oral purchase refers to a procedure where an order is placed
or a purchase is made through an oral agreenent reached in person or
over the tel ephone. No witten purchase order or contract is issued by
t he Governnent. The supplies or services are provided by the vendor
and paynent is made using the Card. Oral purchases may be used to
acquire supplies or services that can be described in sufficient
detail so the parties to the agreenent have a cl ear understandi ng of
what is being acquired. Oral purchases may only be used when
aut hori zed by the FAR or agency regul ati ons and a purchase-order or
contract is not required by either the supplier or the Governnent.

h. Before making a purchase by tel ephone, the cardhol der wll
call the vendor, ask if he will accept VISA and get the conplete



pricing and delivery information as required in all small purchases.
Sel ection anong vendors nust be on the basis of the best price to the
government. The use of the credit card may only be taken into
consideration for selection when the prices, after all other

consi derations, are equal on the itens to be purchased. The cardhol der
wi |l request the discounts that are received under normal purchasing
procedures. Al itenms purchased by tel ephone order and paid for using
the card, which will not be confirmed wwth a witten order, nust be
delivered by the nmerchant within the 30-day billing cycle. The order
will not be placed without this assurance. Al itens purchased during
one tel ephone transaction and paid for using the card which will not
be confirnmed by a witten order nust be delivered in a single
delivery. If an itemis not immediately avail able, no back-ordering is
al | oned.

i . When purchasing itens by phone or over-the-counter, the
cardhol der should informthe nmerchant that it is for official U S
Gover nment purposes and therefore, is not subject to state or | ocal
sales tax. The Card will be inprinted with "U. S. Governnment Tax
Exenpt .

] . When placing a tel ephone order to be paid using the card,
the cardholder will instruct the vendor to include the follow ng
i nformati on on the shipping docunent or packing slip:

(1) Cardhol der nanme and correspondence synbol .

(2) Building nunber, room nunber, street address~3, city
and state.

(3) Cardhol der tel ephone nunber.
(4) The termcredit cards.
(5) Breakdown of itens purchased.

k. When a purchase is nade over-the-counter, the cardholder is
to obtain a custoner copy of the charge slip. The charge slip wll
becone the accountabl e docunent when attached to the Statenent of
Account. (NOTE: DESTROY ALL CARBONS.)

1. The Approving Oficial will ensure that the disposition of
all items, in particular non-consumable itens such as accountabl e
equi pnent, is in accordance with applicable property managenent
regul ati ons.

m Any necessary authorizations for particular types of
equi prent (e.g., FIP equipnment/supplies) required by the FAR the
DFARS, the individual FOA regul ations or any other applicable rules or
regul ations nmust be conpleted with all requisite signatures before an
order is made using the governnent credit card.

n. Paynments for purchases made with the VISA card wll be nmade
by the DBO not by the cardhol der. The cardholder will not receive any



literature fromthe contractor other than the Statenent of Account,
nor wll there be any credit check on the cardhol der's personal
accounts prelimnary to i ssuance, nor will the Contractor be inforned
of the cardhol der's personal address, Social Security Nunber, or other
personal information.

12. CARDHOLDER PROCEDURES FOLLOW NG RECElI PT OF MONTHLY STATEMENT:

a. The contractor bank provides the cardholder with a nonthly

statenment sunmarizing all purchases nmade during the billing period.
Cardhol ders will not receive a nonthly statenent if there was no
activity during the billing cycle. Upon receipt, the cardhol der wll

review the Statenent of Account to identify the item(s) purchased and
check it against the Record of Credit Card Purchases.

b. The billing and reconciliation process nust be strictly
adhered to in accordance with the tinme frames specified bel ow Each
agency official nust ensure that required docunentation supports the
data on the billing statenents. Di sputes nust be reported i medi ately.

CREDI T CARD CYCLE STANDARDS
RECEI PT OF STATEMENT MAI LED ON 23RD OF THE MONTH DAY 1

CARDHOLDER FORWARDS STATEMENTS W TH A DOCUMENT
TRANSM TTAL LETTER (DTL) TO APPROVI NG OFFI ClI AL DAY 8

APPROVI NG OFFI CI AL FORWARDS STATEMENT TO DBO DAY 15
DBO PAYS CREDI T CARD | NVA CE DAY 30

MARK YOUR CALENDARS | N CRDER TO KNOW YOUR RESPONS| Bl LI TY AND THE DATE
YOU SHOULD RECEI VE BI LLI NG

c. Itens that nmust be included on each cardhol der statenent
are:

(1) Statenent date

(2) Cardhol der nanme and wor k address

(3) Cardhol der account nunber

(4) Approving Oficial nane and work address
(5) Finance office identifier

(6) Date for each purchase/credit

(7) Processing nunber for each purchase/credit
(8) Merchant name for each purchase/credit

(9) Merchant |ocation for each purchase/credit



(10) Amount of each purchase/credit
(11) Total statenent anount
(12) Certification statenent
(13) Line for cardhol der signature and date
(14) Line for Approving Oficial signature and date
d. The foll ow ng procedures nust be taken by the cardhol der:

(1) Date-stanp or otherwi se note the date of receipt on
the face of the Statenent of Account immedi ately upon receipt.

(2) Review the Statenent of Account for accuracy. |lnsure
the charges on the Statenment of Account match the charges you have
| ogged on the “Record of Credit Card Purchases.”

(3) Attach all custonmer draft copies to the statenent
along with a copy of the Record of Credit Card Purchases.

(4) An expl anation nust be provided for each CREDI T | TEM
appearing on the nonthly statenent. If the credit is the result of a
questioned itemfroma previous nonth’s statenent indicate such al ong
with the identification of the nonth that the itemwas originally
billed and questioned. If the credit is for a different reason,
provi de the reason for the credit, if known, and identify the nonth
the itemwas originally billed.

(5 In the event that any charges are questioned or not
recogni zed by the cardhol der, the cardholder will prepare a Statenent
of Questioned Item

(6) Annotate the nonthly statenment with any exceptions to
the default accounting information, (if there is default accounting
i nformation).

(7) Sign the Statenent of Account acknow edgi ng receipt of
all items and furnish it (together wwth any related Statenents of
Questioned Item requisitions, sales drafts, etc.) to the Approving
Oficial within eight (8) cal endar days of receipt of the statenent.

(8) Attach copies of any approvals received fromeither
Chief, LEO or Chief, |IMO

(9) The Record of Credit Card Purchases formand nonthly
Statenent of Account will be forwarded to the APC. This formw | be
used to track purchases for reporting purposes wthin HECSA

It is inportant that the cardhol der check each purchase on the
statenment to verify its accuracy. If the cardhol der has returned an
item purchased and received a credit voucher, the statenent nust be



checked to verify the credit reflected. If the credit is not shown on
this Statenment, the cardholder will fill out a Statenent of Questioned
Itemand forward it with the Statenment of Account to the Approving
Oficial. If the cardhol der has purchased itens that are not on the
statenent, the custoner copy of the nmerchant sales draft wll be

retai ned by the cardhol der until the purchase appears on a Statenent
of Account.

e. If for sone reason the cardhol der does not have a custoner
copy of the nerchant sales draft to send with the Statenent, the word
"l ost" must be witten by the line involved, and an expl anation
attached, docunenting the itenms, quantities, itemprices and line item
totals as accurately as possible in the circunstances.

f. If the cardholder is on travel and not able to review the
statenent at the tine that it is received, arrangenents nust be nade
for the Approving Oficial to review the statenent. The cardhol der
will provide all necessary docunentation, including custoner copies of
sales drafts and requisitions to the Approving Oficial.

g. Sales taxes are not paid on supply purchases; however, they
will be paid on the | abor portion only for services charged agai nst
your card. The card itself indicates that it is tax exenpt, and the
vendor should be so advised at the tine of the sales transaction. Mst
states have agreed to honor the tax-exenpt status w thout further
docunent ati on; however, sonme vendors may request the Taxpayer
I dentification Nunber (TIN) of the purchaser. This nunber is avail able
fromthe DBO

h. Upon receipt of an item which was previously questioned, the
cardhol der will determne if the itemis to be accepted or returned to
the vendor. If the itemis returned, no further action is required. |If
the itemis to be accepted, the cardholder wll make a copy of the
statenent where the itemwas originally billed along with a copy of
the original "Statenment of Questioned Itens and mail both through the
Property Book O ficer and the Contracting Ofice to the DBO for
paynment. The itemw || be highlighted and a notation added to the
st atenent acknow edging that the itemwas originally questioned but
has now been recei ved and accepted. Both the cardhol der and the
Approving Oficial wll sign the acknow edgnment. The DBO will use this
statenent to issue a special paynent to VI SA

13. MONTHLY APPROVI NG OFFI CI AL RESPONSI BI LI TI ES

a. As nentioned previously, a Statenent of Account is mailed
directly to each cardhol der nonthly.

b. Further, each approving officer will receive directly from
the contractor, a statenment that is a conposite of all of the
i ndi vi dual cardhol ders assigned to himor her, and a copy of the
i ndi vi dual Statenment of Account for each cardhol der.

c. The Approving Oficial nmust furnish the cardholder's
supported copy of each Statenent of Account, including, if necessary,



any deviations fromthe cardholder's default accounting information to
the DBOw thin fifteen (15) cal endar days after receipt of the
statenent by the cardhol der

d. All statenents will be submtted to the DBO

e. Approving Oficials will be responsible for keeping their
own (sunmary) copies of credit card statenents on file for at |east
three (3) years followi ng receipt of the Statenent.

f. If the cardhol der and the Approving Oficial cannot reach a
resolution with the vendor on a questioned item the Approving
Oficial will forward all Statenents of Questioned Itens to the
D sputes O ficer who wll be responsible for resolving the questioned
itemwi th RMBCS. The Disputes officer is responsible for notifying the
Approving Oficial of the resolution for each questioned item The
Approving Oficial is then responsible for ensuring that the itemis
reversed on subsequent statenent, if appropriate.

14. PAYMENT OF VI SA CHARGES:

The DBO nust pay all invoices within 30 days of receipt of the
nmont hly statement by the individual cardholders in order to conply
with the Pronpt Paynment Act. Failure to pay the nonthly statenment
wWithin this time frame wll result in an interest penalty paynment. |f
adequat e docunentati on has not been received in the DBO within (20)
cal endar days of receipt of the nonthly statenent by the governnent,
the Approving Oficial concerned will be notified. Should this not be
resolved within 25 further cal endar days, all cards under the
concerned Approving official may be suspended.

15. LOST/ STOLEN CARDS

a. Should a card be lost or stolen, it is essential that the
cardhol der imediately (wthin one working day) notify their Approving
Oficial, the APC, and also the contractor bank, RMBCS, as soon as the
| oss i s discovered.

b. The RMBCS can be contacted at (800) 227-6736. Qutside the
continental United States, call (303) 585-5200 during working hours.

c. If acardis lost, the Approving Oficial will require the
cardhol der to conplete a report to be filed with the Contracting
O fice. The cardholder will provide to the Approving Oficial the
fol | ow ng:

(1) The card nunber;

(2) Cardholder's conplete nane, as it appears on the
card;
(3) The date the card was stolen or |ost;

(4) The date reported to police;



(5) The date RMBCS was noti fi ed;

(6) Any purchase(s) made on the day the card was
| ost/stolen; and

(7) Any other pertinent information.

The Approving Oficial nust file this witten report to the CJO APC
within five (5) working days of the loss. A new card will be issued by
Rocky Mountain within ten (10) working days of the report on the |oss
or theft. The Federal Governnent as the cardhol der may be responsible
for the charges against this card should Rocky Muntain not be
notified at once of the |l oss of the card. The cardholder will not be
personal |y responsible for charges on a |ost or stolen card, if
reported properly. A card that is found by the cardhol der after being
reported | ost or stolen nmust be cut in half and given to his or her
approving official who will forward it to the APC for witten
notification to the contractor.

d. Liability: The Governnent will be |iable for use of credit
cards by authorized users provided that:

(1) The use is within the nonthly and single purchase
authorization limts for the Card agreed upon by the contractor and
the Governnment. The Governnent will also be liable if the cardhol der
used the card to make a purchase bel ow the nerchant Credit Card
Association floor limt (therefore keeping the purchase from being
el ectronically authorized), possibly resulting in balance tenporarily
exceeding the nonthly and Single purchase limts.

(2) The use is effected through a nerchant whose nerchant
type code was approved by the contractor for participation in card
transactions at the tinme of the card' s use, as evidenced by a |ist of
approved nerchant type codes acconpani ed by the type of business
covered by each. This listing wll be nmade avail able to the Governnent
and pronptly updated as appropri ate.

e. Card Reissuance: Credit cards will normally be reissued
every twelve (12) nonths to each cardholder. At |east 60 days prior to
a card' s expiration, the contractor will submt a report listing each
card schedul ed for renewal to the Adm nistrative office identifiedin
the cardhol der's account information. The listing may be submtted on
a nonthly basis as long as it is 60 days prior to the expiration of
each credit card noted in the report. The report wll include the
cardhol der' s nanme, account nunber, expiration date, agency/departnent,
bureau, conponent and Approving Oficial’s nanme. Wthin 30 days of
recei pt of the cardhol der report, the ordering agency will informthe
contractor which credit cards should be reissued. No credit cards w |
be rei ssued wi thout recommendation by the Approving Oficial and the
approval of the ordering agency.

f. Records Retention: The contractor will maintain records on
all transactions for six (6) years fromthe date of the transaction
The contractor will provide requested information concerning
i ndi vidual transactions within forty-five (45) working days of the



request .



